
C A R E E R   O P P O R T U N I T Y
UNITED STATES BANKRUPTCY COURT

SOUTHERN DISTRICT OF INDIANA

A N N O U N C E M E N T  N O :        06-01 D A T E :   F e b r u a ry  2 4 , 2 0 0 6

P O S IT IO N  T I T L E        CASE ADMINISTRATOR SUBMIT APPLICATIONS TO:

D U T Y  ST A T IO N :          Evansville, Indiana            C lerk,  U .  S.  B ank ruptcy  C ourt

                 S o u t h e rn  D i s tr ic t o f  In d ia n a

            P .  O .  B o x  4 4 9 7 8

C L O S IN G  D A T E  F O R  R E C E I P T I n d ia n a p o lis , I n d ia n a    4 6 2 4 4

O F  A P P L IC A T IO N S : March 10, 2006 

NOTICE OF VACANCY

D U T I E S A N D  R E SP O N SIB IL IT I E S :  A  C a s e  A d m in is tr a to r  m a n a g e s  th e  p r o g re s s io n  o f  b a n k ru p tc y  c a se s  a n d

re la t ed  adve r sa ry  p roceed ings  f rom  open ing  to  f ina l d ispos i tion  by m ainta in ing the  of f ic ia l  case r e co r d s , m o n ito r in g

th e  c o m p le tio n  o f  th e  r e q u ir e d  p ro c e d u r al s te p s  a n d  p er fo r m i n g  th e  n e c e ss a ry  n o tic in g , a d m in is tr a tiv e  and  c l er ica l

tasks .  In cu m be nt m us t ha ve  a th or ou gh  kn ow led ge  of  the  pu rp os e a nd  co nte nt o f c ou rt d oc um en ts  o r e ve nts  to

q u a lity  c o n tr o l o r  m a k e  d o c k e t e n tr ie s  a n d  ta k e  th e  appropr ia t e ac tions .  M a jo r du t ie s  i nc lude ,  bu t a r e  no t l im i ted

to : M anages  bankrup tcy  cases  e ff ic i en t ly  f rom op en ing  to  c losing , r ev iew s , i den ti fi e s and  r e sea rches  th e  a c c u ra c y ,

t im el iness  an d q ua lity o f d ata  en ter ed  into  th e  c a se  r ec o r d s, a u d its  c a se s  fo r  c lo s in g  a n d  chec ks the d ock et  to  ensure

tha t a ll  necessa ry  docum en t s a re  en te red and  dead l ines  a re  m e t  be fo re  gene ra t ing  the  c los ing  o rde r . A dd i tiona l du t ie s

inc lude :  pr ov ide s c us tom er  se rv ice  w he n r es po nd ing  to in qu iries  on  ca se  sta tu s , w o r k s  w i th  co ur tro om  sta ff to

ef fic ien tly p ro ce ss  or de rs. 

C O N T IN G E N C Y             Q  U  A  L  I F  I C  A  T  I  O  N  S                          S A LA R Y  R A N G E

P R O M O T IO N     E X P E R IE N C E        P E R  A N N U M

P O TE N T IA L E D U C A TIO N       G E N ER A L   SP E C IA L IZ E D                  (IN - L E V E L  S T E P S )

C O U R T  P E R S O N N E L  S Y S T E M

 M I N IM U M   STEP  25  M A X I M U M    

C P S  L E V E L  2 3  H I G H  S C H O O L   2  1       $ 2 8 ,0 9 5     $ 3 5 ,1 1 6      $ 4 5 ,6 4 8

C P S  L E V E L  2 4  G R A D U A T E O R  2   2        $ 3 1 ,1 1 3     $ 3 8 ,8 9 0      $ 5 0 ,5 5 6

C P S  L E V E L  2 5  E Q U IV A L E N T  2    3        $ 3 4 ,3 4 0     $ 4 2 ,9 5 5      $ 5 5 ,8 7 6

F o r  pla ce m en t at s ala ry  lev els  ab ov e m inim um  up  to a nd  inc lud ing  ste p 2 5, ad ditio na l sp ec ializ ed  ex pe rie nc e is

r equ ir ed , cons ide r ing  com pe t it ive  f ac to r s  and  an  eva lua t ion  o f  qua l it y  o f expe r ience .

GENERAL EXPERIENCE:  P rogres s ive ly  re spons ib l e  adm in is tr a tive , c le r ica l,  o ff ice  o r  o the r  work  w h ich  ind ica te s

th e  posses sion  o f o f f ice  p rocedures such  a s  filin g , ph on e u sa ge , typ ing , re co rd  ke ep ing , so rtin g a nd  dis trib utin g m ail.

SPECIALIZED EXPERIENCE:   P rogres s ive ly  re spons ib l e  cl e ri cal  expe r ience  r equ ir in g  th e  r eg u la r  an d  r e cu r rin g

a p p lic a tio n  o f  c le r ica l p rocedures,  rou t ine  use  o f  keyboard  s k ills  a n d  u se  o f  sp e c ia liz e d  le g a l te r m i n o lo g y  a n d

dem ons t ra t ed  a b ility  to  a p p ly  a  b o dy of  ru les ,  regula t ions ,  d i rec t ives  or  law s.   Specia l ized  ex per ience  inc ludes  a

b road  k n o w l e d g e  o f th e  lo c a l r u le s  a n d  p ro c e d u r es  c o n c er n in g  th e  c a s es  a n d  re la te d  d o c u m e n ts  file d  u n d e r th e

Ban krup tcy  C o d e .   A  k n o w le d g e  o f W o r d P e r fe c t, A d o b e  A c r o b a t, I n te r n e t b r o w s e r s a n d  th e  C M /E C F  sy ste m  is

des ir ab le .   E xp er ien ce  m os t ap plic ab le w ill h a v e  b e e n  o b t a in e d  in  a  c o u rt s e ttin g , la w  o f f ic e , b a n k  in s titu tio n  o r

credi t  f i rm .

EDUCATIONAL SUBSTITUTIONS: E d u c a t io n  a b o v e  th e  h ig h  s c h o o l l eve l  may  be  subs t it u ted  fo r  requ i red  gene ra l

expe r ience  o n  th e  bas is  of  one  aca dem ic  year  (30  sem ester  or  45  quar ter  hours)  equa l s n ine  mon ths  o f  expe r ience .

PERSONAL CHARACTERISTICS:  In cu m be nt m us t s im u lt aneous ly  m on i to r  m any  cases  and  con tinuous ly  t rack

cases to  ensu re  tha t p r o c ed u r a l h e a rin g s  a re  h e ld  a n d  n o tic e s  ar e  g en e r a te d  w i th in  th e  s ta tu to r y  d e ad lin e s .  E x c e l le n t

in te rpe r sona l s k ills , m a tu r ity  a n d  ju d g m e n t a r e n e c e ss a ry .  A t te n tio n  to  d e ta il is  c ritic a l.  B e i n g  a t eam  p laye r a n d

b e in g  f lex ib le  in  a  chang ing  env ironm en t  are  e s sen t ia l  ch ara cte ristic s.  A pp lica nt m us t be  ab le to  co m m un ica te

ef fe ctiv ely  w ith th e g en er al p ub lic, a ttor ne ys  an d c ou rt p er so nn el.

(Over for additional information)



The United States Bankruptcy Court offers benefits to full-time employees which include:

10 paid holidays per year

13 - 26 paid vacation days (depends on length of federal service)

Paid sick leave

Medical and life insurance options

Thrift savings (retirement) plan with Government matching contributions

Credit union participation

Flexible spending accounts for child/dependant care and medical expenses

Mass transportation subsidy

Long-term care insurance.

The United States Bankruptcy Court is part of the Federal Judiciary.  As such, most employees fall

under the Court Personnel System (CPS) as opposed to the General Schedule (GS) for federal

employees of the Executive Branch.  Although comparable to civil service in salary, leave accrual,

health benefits, life insurance benefits and retirement benefits, employees of the U. S. Bankruptcy

Court have EXCEPTED service appointments.  They are at-will employees appointed by the Clerk

of the Court, and can be terminated with or without cause by the Court.  The incumbent selected for

the vacancy will receive on-the-job training and must serve a probationary period of not less than six

months.  Progress will be assessed at the end of each six-month interval until learning all aspects of

the total job, after which annual performance reviews will be conducted.

The Clerk reserves the right to modify the conditions of this job announcement by withdrawing or

filling more than one position described herein.  Due to the anticipated number of applications, the

Clerk only will communicate with the best qualified applicants who are invited for a personal

interview at which time they will be subject to a knowledge/skills/abilities assessment.  Final

candidate will be subject to a background check or investigation, periodic reinvestigations, if

applicable, and retention depends upon a favorable suitability determination.  The Federal Financial

Management Reform Act of 1994 mandates that net salary payments be transferred electronically

[direct deposit].

Web site Address:  WWW.INSB.USCOURTS.GOV

THE UNITED STATES BANKRUPTCY COURT IS AN EQUAL OPPORTUNITY EMPLOYER

http://WWW.INSB.USCOURTS.GOV
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